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The Voice of the Talking Stick

Everything that you write has a voice. And that voice changes depending on the audience and medium
that you are writing for and in. A letter to your parents is different from an e-mail to a co-worker.

A budget report is different from a scholarly journal. A memo is different from a short story. For
anyone who is a fan of the satirical “newspaper” 7he Onion, one of the most important aspects of its
humor is the way it perfectly captures the voice of newspaper writing despite all the foul language and

outlandish stories.

So, what is the voice of the Talking Stick? To answer that question, I would first suggest reading as
many Talking Stick stories as possible. One of my first mentors always stressed that the more a person
read, the better writer they could be. To anyone who asks how they can write for the 7alking Stick

I always suggest they immerse themselves in the magazine. See the types of topics that are covered.
Learn what types of resources are quoted. Learn how different stories in different departments (i.e.,
Just In versus a department or a feature story) are structured. This is not to say that a writer should
mimic an existing story, but as writers familiarize themselves with the publication, the magazine’s voice

will seep into their subconscious.

Next, to identify the magazines voice, we turn to the magazine’s tag line: “The Authoritative Source

for Campus Housing.”

Talking Stick authors and the sources that they refer to are expected to be proven experts who speak
from experience and knowledge. There is little room in this magazine for speculation and opinion.
Rather, the stories should convey the details of best practices. Examples used should be applicable to as

wide a variety of campuses as possible — not just something that happened one time in one place.

When in doubt about whether or not something belongs in a 7alking Stick story, writers can consider
the basic tenets of what makes something newsworthy and ask themselves the five “W”s and an “H”:
who, what, where, when, why, and how.

*Are the people included in the story the best sources available? Can their experiences be trusted?
Are many people exploring the topic? One campus doing a program isn’t necessarily news. One
hundred campuses doing a program can be news.

*Are the story topics or the examples referenced unique in quality or approach? Do they match with
the identified audiences of Talking Stick readers?

*Are the story topics or the examples referenced of value to readers around the world, rather than
those confined to a small region?

*Are the story topics or the examples referenced the most current available? Are we identifying trends
when they are on their way in, rather than on their way out?

*Does the story clearly explain why the topic being covered is of importance to collegiate housing
professionals?

*Are the solutions presented proven or ground breaking? If it’s the same-old-same-old, then it may not
be Talking Stick material.




When it comes to the actual writing of the story, it is not the editorial staff’s intention to suck all

individuality out of a particular story and make it generic. It is recognized that crafting a story

requires much work, and there is a sense of pride in seeing one’s words appear on the printed page.

However, there may be some suggestions to make a story, regardless of the topic or author, “sound”

like it belongs in the 7alking Stick. This can be an incredibly nuanced issue, and sometimes the proper

balance can be a question of “T’ll know it when I see it.” Regardless, here are some guidelines:

* Talking Stick stories focus on facts more than opinion.

o Talking Stick stories are not “stuffy” or overly academic in tone.

o Talking Stick stories use shorter, rather than longer, sentences.

* Talking Stick stories have a warm and professional tone.

o Talking Stick stories cannot be too conversational.

* Talking Stick stories avoid slang and careless, loose words that either undermine the professionalism of
the piece or would not be fully understood by readers from other countries.

o Talking Stick stories are not sarcastic or flippant.

alking Stick stories are inclusive of nationalities, race, gender, and sexual identity.
*Talking Stick st | f nationalit gend d | identity.

Why is this so important? It’s important because the Zalking Stick is the voice of ACUHO-I, and
to that end, it is bound by many of the same branding guidelines as everything else that has the
ACUHO-I label. So, along with the journalistic standards and guidelines that the Zalking Stick must

follow, writers should also recognize that they are representing the association as a whole.

In the branding process for ACUHO-I, a collection of members worked to voice the association’s core
values. Out of that conversation came terms such as “the well being of our members,” “collaboration,”
“inclusivity,” “relationships,” “lifelong learning,” and “service.” The group also listed attributes such as
“visionary,” “egalitarian,” “accessible,” “responsive,” and “indispensable.” Keep these words in mind as

you construct your story.

Also keep in mind that ACUHO-I is an international association and the Zalking Stick is an
international publication. When possible, avoid references that are overly specific to North American
residents. Strive to include sources from outside the United States in stories. Don’t use terms such as
“winter” or “summer” to denote times of year as those can vary based on hemispheres; instead, use

specific months. In short, approach your stories with a global view.

Well researched stories, with focused subjects and informative sources, all ingrained with the qualities
and attributes listed above, are what the 7alking Stick strives for in each and every issue. We look
forward to working with all our writers to meet that goal, and we thank you for your assistance and

participation.

James Baumann

ACUHO-I Director of Communications & Marketing
Talking Stick Editor

July 26, 2007



Abbreviations and Acronyms
®General Use

®Articles (an, an, the) with Abbreviations and Acronyms
®Plurals of Abbreviations and Acronyms
®Degree Abbreviations

*GPA and SAT

®Jr. and Sr.

°[.E. and E.G.

*Months

®Addresses

®State Names

®Two-Letter Abbreviations (U.S.)

General Use
Purpose: Use acronyms and abbreviations sparingly. They should be used only when they enhance
comprehension, i.e., when your copy refers repeatedly to a lengthy name or term that has a commonly

accepted abbreviation.

Guidelines for spelling out: Abbreviations or acronyms that are familiar to the majority of your

readers do not need to be spelled out (ACUHO-I, FCC, FEMA).

Otherwise, spell out the abbreviation or acronym on first use, and then follow with the abbreviation
in parenthesis to prepare readers for your subsequent use of the abbreviation.
The director of the Association for Communications Technology Professionals in Higher Education
(ACUTA) said that. there is a history of complying with national security. ACUTA has offered to
Jfollow the guidelines for such a process. Staff members need access ro an internal communication

plan (ICP). At its core, an ICP is a strategic plan.

Names of colleges and universities should be spelled out on first use and can then be abbreviated
thereafter.
The University of New Mexico in Albugquerque went so far as to ban FaceBook access. UNM felt
that this should be done for security reasons.

Punctuation: Periods are not needed in abbreviations, except for two-letter abbreviations like U.S.

(see final entry, this section).

Do not use the ampersand (&) as a replacement for and. Use the ampersand only when it is part of
the official name of a company, product, or other proper noun (Procter & Gamble, Wheeling & Lake
Erie Railway).

Talking Stick
Styleguide
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Articles (a, an, and the ) with Abbreviations and Acronyms
Use of a, an, the: In general, if an acronym is pronounced as a word (NASA, NATO). rather than as
a series of letters (the EPA. the AFL-CIO), you do not need an article when the acronym is used as a
noun.
Use of a or an: The choice between using a or an with an acronym or abbreviation is determined by
how the word would be spoken.

A NASA scientist was honored at last nights dinner.

What is needed is an HTML writer.

Plurals of Acronyms and Abbreviations
Plurals of abbreviations and acronyms are formed by adding s alone (no apostrophe).
All the RAs spent several hours at the seminar.

Degree Abbreviations
Spell out degrees, using lowercase.

bachelor’s, master’, doctorate, bachelor of science

If mention of a degree is necessary to establish someone’s credentials, the preferred form is to avoid an
abbreviation; instead, use a phrase.

James Sinclair, who has a doctorate in psychology, heads the panel.

Use abbreviations like B.A., M.A., and Ph.D. (with periods) only when there’s a need to identify many
individuals by degree on first reference, and use the abbreviations only with a full name. When used
after a name, set the degree off by commas.

Alice Carruthers, Ph.D., will be the featured speaker.

GPA and SAT
GPA and SAT are not spelled out; in fact, SAT is no longer thought of as being an acronym.

Jr. and Sr.
Abbreviate junior or senior after a name; do not place a comma between the name and the
abbreviation.

The award was announced by John Smith Jr.

LE. and E.G.
Use these abbreviations sparingly. The abbreviation i.e. means that is. Use it when you want to
restate something in different words. The abbreviation e.g. means for example. Both have a period
after each letter, and each abbreviation should be preceded by a comma (when it is not contained in
parentheses) and followed by a comma.

The system administration, i.e., the president and vice presidents, attended a retrear on Tuesday.

Several majors (e.g., business, economics, and chemistry) require strong math backgrounds.

Months

Spell out the names of months in running text. They can be abbreviated, if space requires, in tables.



Addresses
Spell out parts of street addresses when they do not appear with a street number: street, road,
boulevard, lane, etc. Abbreviations are allowed when a street number is included.

Chatham Avenue

941 Chatham Ave.

State and Province Names
Spell out the names of states and provinces when they are part of the textual material. In tables, where
space may be limited, they can be replaced with postal service abbreviations.
Those responding to the call for funds included alumni from Harrisburg, Pennsylvania; Fargo,
North Dakota; Miami, Florida; and Cincinnati, Obhio.

Two-Letter Abbreviations

Use periods in two-letter abbreviations: U.S., U.K., a.m., B.C., U.N. (See guideline for spelling or
U.N. in the Word and Usage List.)
Use all caps but no periods in longer abbreviations and acronyms: CIA, FBI, USA.

Talking Stick
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Capitalization

®In General

*Do Not Capitalize

®Titles of Jobs and Positions

*Titles in Addresses

®Academic Bodies, Departments, and Offices
*Names of Buildings

®References to the College or University
®References to Students

*Committees, Programs, Conferences, Conventions, etc.
*Government Programs, Acts

*Geographical Terms

®Seasons and Semesters

®Publications and Other Titles

®Pages and Sections of Documents
®Trademarks

*Time (A.M./PM., B.C./A.D.)

*\eb References

In General
In general, the preference is for lowercasing whenever this is appropriate. There are many good reasons
for preferring lowercase:
When too many words are capitalized, they lose their importance and no longer attract attention.
Readability studies have shown that copy is more easily read when it isnt peppered with initial caps
or all caps. Using lowercase letters in no way diminishes the status or credibility of an individual’s
position or a department’s reputation. (Even the title “president of the United States” is lowercase in
running text when it doesn’t immediately precede the name.)
So, in general, proper nouns are capitalized. However, common nouns and shortened forms of official
names are not capitalized.
Yesterday was the official start of the New Century Capital Campaign. The campaign has already
raised $25 million.

Do Not Capitalize

Do not capitalize the following words unless they are part of a proper noun:
ecity: the city of Columbus

oclasses: freshman, sophomore, junior, senior

ecollege: the college was established in 1804 (but Oberlin College)
®degrees: doctorate, doctors, masters, bachelors, baccalaureate
®department:  the department of English (but the English Department)
®parties: the Democratic and Republican parties (but the Democratic Party)
eprogram: the living-learning program

eschool: the school of engineering

escasons: spring, summer, fall, winter (but the Winter Olympics)

estate: the state of Obio

euniversity: the university will be changing to semesters (but Ohio University)



Titles of Jobs and Positions
Here is the general guideline for references to people and job titles: On first reference, use a per-
son’s full name and a title. In subsequent references, use only the last name without a title.

Newell J. Smith was director of university housing from 1955 to 1983. During this time, Smith

developed a national reputation as an excellent administrator.

Capitalization of job titles: Capitalize formal titles only when they immediately precede the person’s
name or, as in the final example, when they are named positions or honorary titles. Most of the time,
it’s better to place a title, especially a long one, after a name.
Lowercase formal titles when they are used alone or when they are used after a name.

1ts common knowledge that President George W. Bush loves his dogs.

The president, George W. Bush, took the oath of office.

The president of the United States serves a_four-year term.

Have you taken a course from Professor Smith?

Smith, a geology professor, has published three textbooks.

Carol Bjorn is director of housing education at the university.

James Claiborne, director of residence life, recognized the challenges of pandemic planning.

Associate Vice Chancellor Bill Simms claims that employee acknowledgement programs are

essential.
Jane Paulsen was a Distinguished Practitioner-in-Residence this term.

Descriptive job titles: Do not capitalize descriptive job titles or occupational descriptions, such as

lawyer, mechanic, photographer.
Feature photographer Wiley Jones grew up surrounded by artists.

Titles in Addresses
When a title is part of an address or headline (or other display type), capitalize the title even if it

appears after the name, as in Zalking Stick’s “On the Spot” section.
Jean Warren, Director of Housing
University of Colorado ar Boulder

Academic Bodies, Departments, and Offices
Capitalize only the complete and official names of colleges, schools, divisions, departments, offices,
and official bodies. Lowercase informal and shortened versions of all such names.

The College of Arts and Sciences welcomes you as a new student.

The arts and sciences departments are housed in several different buildings on campus.

The Leeds School of Business is often referred to as the business school.

American Universitys Office of Campus Life

James McIntyre, director of housing and residence life

the Office of Strategic Services, the housing office

Use lowercase for parts of an organization when they have names that are widely used generic terms.
the board of trustees of Columbia University
the board of directors of General Motors

Talking Stick
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Names of Buildings
Capitalize the full official names of buildings and formally designated places on a campus.
Stewart Hall
East Campus
Dalton Alumni Center
the main campus

the alumni center

References to the College or University

Capitalize the word university or college only when it is part of a proper noun.
The University of North Carolina is committed to its educational goals. To that end, the
university will sponsor several interdisciplinary seminars.

(See the section References to Colleges and Universities for guidelines about how to specify their

locations)

References to Students
Do not capitalize freshman, sophomore, junior, or senior, unless they appear at the beginning of a

sentence or in a title or heading.

Committees, Programs, Conferences, Conventions, etc.
Capitalize the name of committees, programs, conferences, etc. only when the words are part of a
formal title:

The Global Gateways Excursion Program is a successful living-learning program.

Many universities have established a faculty-in-residence program.

James G. Grimm National Housing Training Institute

the annual convention of the Association of College Unions International

Conference for Sustainability in 2006

ACUHO-I annual conference

Government Programs, Acts
Following the general rules of capitalization, capitalize full formal or accepted titles of plans, policies,
laws, and similar documents or agreements, along with sections of them and names of programs
resulting from them.

In connection with the Federal Privacy Act of 1974, Section 7 (b), when disclosure of the social

security number. . . .

Geographical Terms
Compass direction versus geographical regions: Lowercase north, south, western, etc. when they
indicate compass direction.

The cold front is moving east.

She drove west.

Capitalize these words when they designate regions.
The storm system will bring showers to the East Coast.
High temperatures will prevail throughout the Western states.



The customs of the East differ from those of the West.
The candidate developed a Southern strategy.

She is a Northern liberal.

the Panhandle

the South

the Southwest

the West Coast

the Gulf Coast

Names of nations: Lowercase geographical terms linked to names of nations unless they are part of a
proper noun or are used to designate a politically divided nation.

western Europe

northern France

but Northern Ireland

South Korea

States and cities: Lowercase geographical terms when they describe a section of a state or city.
Capitalize them when they are part of a proper noun or when they are used to denote widely known
sections. When in doubt, lowercase.

West Virginia

Southern California

the South Side of Chicago
the Lower East Side of New York

Seasons and Semesters

Lowercase seasons, semesters, quarters, and terms.
spring semester, winter quarter
fall 2006
the summer 2004 term

Publications and Other Titles
Capitalize the following words in titles:
the first word
the last word
the first word after a colon

all nouns, verbs, and other parts of speech aside from those listed directly below

Do not capitalize the following words in titles, unless they fall into one of the previously listed
categories:
earticles: a, an, the (unless they are part of a proper noun)
®coordinating conjunctions: and, but, or, for, nor, so, yet
eprepositions with four or fewer letters: in, on, by, of, over
Beginning Your Journey: A Guide for New Professionals in Student Affairs
“The Relationship Between Job Satisfaction and Locus of Control Among College Student Affairs

Administrators and Academic Administrators”

Talking Stick
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Pages and Sections of Documents

Capitalize references to parts (pages, sections) of a document.
Continued on Page 2
See Section 3, Part 2

Trademarks

Many words and names are legally trademarked and should appear with initial capitals to acknowledge
that fact. Also, owners of such trademarks have a legal right to restrict the use of those trademarked
terms to their specific product. As a result, avoid using trademarked names such as Kleenex and
Xerox as generic terms. Instead, use facial tissue and photocopier unless you intend to refer to

the trademarked brand name. A good dictionary will tell you whether commonly used words are

trademarked and will also indicate if a trademarked term should be capitalized.

The symbols ® and ™ , which often appear on product packaging and advertisements, need not be used

in running text.

Time (A.M./PM., B.C./A.D))

Do not capitalize a.m. and p.m. in references to time.

The meeting will begin ar 9 a.m.

Capitalize B.C. and A.D., and use the correct placement for each.
Hannibal died in 183 B.C.
King George IV died in A.D. 1830.

Web References

Capitalize Web in any reference.
on the Web
Web sources
Web site (two words)



Dates

®Abbreviation of Dates
®Punctuation with Dates
®Decades and Centuries

®Inclusive Dates

Abbreviation of Dates
Spell out the names of months in running text and, whenever possible (when space permits), in formal
lists.

The conference will be held in Atlanta, Georgia on October 16, 2007.

Punctuation with Dates

No comma is needed between a month or a season and a year.

Commas are required before and after a year when month, date, and year are used.
She began her studies in September 1979 and completed them in May 1983.
The spring 2006 schedule of classes has been finalized.
She began her studies on September 1, 1979, and completed them on May 12, 1983.

Decades and Centuries

Add an s without an apostrophe to indicate spans of decades or centuries.
the 1890s
the 1900s

Inclusive Dates
Use an en dash or a hyphen for continuing or inclusive numbers, but do not use the en dash or
hyphen as a substitute for the word to.
She taught in the chemistry department from 1995 to 1999.
(not from 1995-1999)

Inclusive dates connected by the en dash or hyphen can use a two-digit number for the last year. The
exception is the year 2000.

The 2006-07 academic year may end up being fiscally challenging.

The 1999-2000 academic year marked a radical change in housing policy.

Talking Stick
Styleguide
page 15



Talking Stick
Styleguide
page 16

Inclusive Writing: Avoiding Bias and Stereotyping
(from the University of Colorado at Boulder Style Guide)

*In General

*Sex and Gender

°Age

®Disability

*Race and Ethnicity

®Sexual Orientation

oStereotypes

In General

Careful writers try to communicate in a manner that does not exclude particular individuals or groups.
At the same time, they try to avoid getting trapped in euphemisms and the ever changing preferences
of various “politically correct” factions—both liberal and conservative. It’s a balancing act, the basic

premise of which is to treat people as individuals who are equal.
Here are some guidelines for appropriate references to members of distinctive groups.

Sex and Gender
Avoid the awkward s/he and his/her. The easiest way to write copy that applies equally to men and
women is to use plurals. If the singular must be used, use both pronouns, joined by a conjunction.
(For guidelines on when to use sex and when to use gender, see the Word and Usage List.)
10 be academically successful, students need to do more than attend classes regularly; they
also need to practice good study skills, take advantage of faculty office hours, and get sufficient
sleep.
If a student is ill, she or he should notify the appropriate professors immediately.

Another alternative, when its use is appropriate, is the second person:

You will need to purchase your campus parking permit during the first week of the new semester.

According to the senior lexicographer at Houghton Mifflin, commenting in Copy Editor newsletter,
the pronoun their is becoming more established and accepted as both singular and plural. In part, this
usage derives from attempts to make writing nonsexist. Most professional writers, however, reserve
their as a plural pronoun and rewrite copy to avoid using it as a singular pronoun. Because we write
for an institution of higher education, we recommend using their only as a plural pronoun until

common, published usage has changed significantly.

Age
In written materials intended for a general audience, avoid references that make assumptions about

age-related abilities or that assume all college and university students are between the ages of 18 and
22.



Disability

When writing about individuals with disabilities, avoid describing a person as disabled or
handicapped. Use “person first” language, i.e., person who uses a wheelchair. Similarly, the term blind
students would be preferable to the term the blind. Do not cap words like blind or deaf or any other
term relating to people with disabilities.

Special arrangements can be made for students with physical disabilities.
Parking for persons with disabilities should be referred to as disability parking, not handicap parking.

Race and Ethnicity
Current practice and preference is to style the names of non-European Americans without hyphens.
Also, capitalize the proper names of nationalities, peoples, races, tribes, etc. (Arab, Cherokee, Nordic,
Jewish, etc.). Although there are many more distinct ethnicities within each category, these are the
most common:

African American (Americans of African descent)

Asian American (Americans of Asian descent)

European American (Americans of European descent)

Hispanic or Hispanic American (Americans with ancestors from Spain, Mexico, Puerto Rico,

Cuba, South and Central America)

Native American

Other preferred terms include the following:
American Indian (descendants of the original North, South, and Central Americans)
Caucasian (commonly used to refer to anyone with light skin)
Latino/Latina (people of Latin American descent). The term is less broad than Hispanic and
preferred by some to Chicano/Chicana; in fact, avoid Chicano as a synonym for Mexican
American.

peaple of color (for any non-European Americans and their descendants)

In informal writing, where specific racial and ethnic identification would seem stilted, the terms black
and white are sometimes preferable with reference to individuals of African American and European
American ancestry. Note that these terms are used both as nouns and adjectives. In both cases, they
represent distinct groups of people. However, the terms are not proper nouns and, hence, are not
capitalized.
Whether you're black or white, theres no question that we all notice skin color—especially when irs
different from our own.

Sexual Orientation
To avoid the appearance of bias based on sexual orientation, avoid words like acknowledged, admitted,
or avowed as adjectives preceding the words homosexual, lesbian, bisexual, gay, or heterosexual.

Avoid references to gay or homosexual “lifestyles.”
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Use transgender, not transgendered. Note that most individuals with a same-sex orientation prefer the

terms lesbian or gay over homosexual.

Stereotypes

Remember the prime directive: Write about people as individuals, not as members of some
stereotypical group. Do not, therefore, write about engineering students as if they were all male. Do
not write about professors as if they all dress in tweed and can't remember where they parked their

cars.



Lists
Lists Within Sentences
Within a sentence, separate items in a list with commas or with semicolons if the items in the list
include commas.
The convention has already been held in Boise, Idaho; Boulder, Colorado; Buffalo, New York; and
Burnaby, British Columbia.

If the sentence introducing the list is a complete sentence, it should end in a colon. If the
introductory sentence is incomplete, you do not need any punctuation preceding the list. You can use
the colon after the words the following and as follows. However, do not use a colon immediately after
the words such as, like, or including.

The convention has already been held in the following cities: Boise, Boulder, Buffalo, and

Burnaby.

The convention has already been held in Boise, Boulder, Buffalo, and Burnaby.

The convention has already been held in cities such as Boise, Boulder, Buffalo, and Burnaby.

Vertical Lists
Introduce items in a vertical list with numbers only when the order (sequence or chronology) matters.
Otherwise, use bullets or another typographical symbol.

If you are the first one to spot a fire,

1. Close your door behind you.

2. Find and pull the nearest alarm.

3. Leave the building via the nearest stairwell.

Punctuation after the introductory sentence: If the sentence introducing the vertical list is a
complete sentence, it can end with a colon or a period.

When you move to college for the first time, you usually make the following mistakes:

* bring too many things for your room

* forget a few essential items, and

* bring and forget many of the same things as your roommate.

If the sentence is not a complete sentence, either use the punctuation mark that is appropriate for the
context (a comma, dash, semicolon), or use nothing at all.

When you move to college for the first time, you usually

* bring too many things for your room

* forget a few essential items, and

o bring and forget many of the same things as your roommate.
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Punctuation within the list: If any or all of the items in a vertical list are complete sentences,
punctuate all items in the list with periods. It is generally better, however (when possible), to phrase
all items in a list in the same way: Make them all complete sentences or phrases or commands or

questions.

If none of the items are complete sentences but instead are words or phrases, follow each item with a
comma and end the list with a period if the list completes a sentence.
Or omit punctuation at the end of each item, including the last one.

The course has several graded projects:

* 4 midterm

* afinal

* a research paper

* and a group project.

Consistency is the key: There is no right way to punctuate a list.

Just be consistent within a document in how you treat similar types of lists.



Numbers

®In General

*Using Numerals

*Spelling Out Numbers
®Punctuation with Numbers
®Adjacent Numbers

*Multiple Numbers in a Sentence
®Dates and Centuries

®Years, Decades, and B.C./A.D.
®Inclusive Numbers

*Roman Numerals

*Metric Measures

*Money

®Telephone Numbers

*Time

In General
With some exceptions, the general guideline for using numbers in running text is to spell out one to

nine. Use numerals for 10 and above.

For tables and graphs, use numerals.

Using Numerals
Use numerals for the following:
®ages (Use numerals for people and animals but not for inanimate things.)
She is 7 years old.
The 5-year-old boy
(but The law is eight years old.)
epercentages (Use the word percent in running text; use the percent sign in tables or charts.)
5 percent, 30 percent, 0.6 percent
efractions (Use numerals for precise amounts larger than 1, converting to decimals whenever
practical.)
312
®quantities combining whole numbers and fractions
$5.50
®decimals
85°X11”7
eunits of measure and weight
3 mm, 13 feet
9 pounds, 3 ounces
*miles (Use numerals for amounts under 10 for dimensions and speeds.)
5 miles by 4 miles
7 mph
(But spell out below 10 for distances.)
He drove four miles.
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®millions and billions (Use a combination of numerals and words for numbers in the millions and
larger.)
3 billion, 2.3 million
a $3 billion budget
ocredit hours and GPAs
3.10 GPA
*book sections and pages
Chapter 2, Page 16
Here are some examples:
She gave $15 to the foundation, which was 8 percent of her annual dividend check.
Her brother gave only $5.50, while her sister gave $5 million.
In the following table, 3 miles and 75 feet are approximations.

Spelling Out Numbers
Spell out numbers in the following cases:
enumbers from one to nine in running text
nine buildings
®large round numbers
one hundred thousand people
efractions that are less than one (use a hyphen between the words)
two-thirds, three-quarters
®miles in distance when under 10
He drove four miles.
®ordinal numbers from first to ninth
third out of 525 competitors
the 21st century
(Retain ordinal numbers when they refer to military or political designations.)
1st Ward, 7th Fleet
®casual uses
a thousand times no!
*numbers at the beginning of a sentence
Eleven buildings were razed.
(unless it’s a year)
2006 has been a good year.
It’s better to recast the sentence than to spell out a large number at the beginning of a sentence.
Instead of Nine hundred ninety three freshmen entered the college last year, write Last year, 993 freshmen
entered the college.



Punctuation with Numbers

Use a comma in numbers with more than three digits, unless they represent years or SAT scores.
The book, published in 1999, has 1,299 pages.
Estimated tuition for 1998-99 was $3,038.

For the plural of numbers, use an s without the apostrophe (3s, 1920s).

Adjacent Numbers
When a sentence has two numbers adjacent to each other, using a combination of numerals and
spelled out numbers can help avoid confusion. If one of the numbers is a unit of measurement, leave
that one as a numeral. In other cases, spell out the shorter of the two numbers.

The set included twelve 8-foot-high plaster pillars.

They distributed 334 twelve-page brochures.

Multiple Numbers in a Sentence
If a sentence includes multiple numbers that apply to the same category of thing and if one of the
numbers must be a numeral, then use numerals for all the quantities of that category, rather than
mixing words and numerals.
The multi-line 44-button telephone is designed to handle more than one call at a time and is
equipped with 10 call appearance/feature function buttons, 24 feature function buttons, and 7
display control buttons.

When you have multiple numbers in a sentence but they are referring to more than one class of things,
you can mix numerals and words:
Candidates for student government offices included 12 biology students, 9 political science
students, 8 music students, and 7 students from five other majors.

(Spell out five, because it identifies the number of majors, not the number of students.)

Dates and Centuries

Specify dates as month, day, and year, without the ordinal letters.
New parking permits go on sale January 6, 2000.
(not New parking permits go on sale January 6th, 2000 and not New parking permits go
on sale 6 January, 2000.)

Lowercase centuries, spelling out numbers less than 10.
the first century
the 20th century

Years, Decades, and B.C./ A.D.

In running text, use numerals (the mid-1930s, the 19805, the “905).

Note that the abbreviated format (#he 90s) uses an apostrophe to indicate numerals that have been left
out.

Do not use an abbreviated format (zhe ‘80s) if there could be any confusion about the century: 1880s
or 1980s?

Use the correct placement for B.C. and A.D.:
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@ Hannibal died in 183 B.C.

King George IV died in A.D. 1830.

Inclusive Numbers
When dealing with ranges of numbers, such as page numbers and years, carry over all the digits
that change, and include at least two digits for the second number. Such inclusive numbers use the
preferred en dash or a hyphen.

Pages 110—-20 and 1004-05.

1991-94

1883-1917

Roman Numerals

Roman numerals use the letters I, V, X, L, C, D, and M. Use Roman numerals for wars and to show

sequence for people.
World War 11
King George VI

Metric Measures
If you are writing for an international audience (for example, a brochure to recruit international
students for a new program), include metric measurements.
The main campus averages 5,400 feet (1,645 meters) in altitude, and the average daytime high
temperature in _July is 87° F (31°C).

Money

When a relation between two or more similar amounts is expressed, the dollar symbol should be

repeated. Use a hyphen to denote range.

If fractional amounts over one dollar are used in any reference, be consistent and use them
throughout, even if it’s a zero amount.

Sweatshirts are available from $20.99 to $75.00.

She invested $1-2 million in the campaign.

Telephone Numbers
Place the area code in parentheses.
(614) 292-0099
When the telephone number appears in parentheses, use hyphens between each part of the number:

(1-800-799-2650)

Time

Use numerals with a.m. and p.m. (lowercase letters) to indicate specific times. Use noon and

midnight in place of 12:00 p.m. and 12:00 a.m., to avoid confusion.
The meeting will begin at 2:30 p.m.
The lights were turned off at midnight.
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Professional Organizations

AACC
AASHE
ACPA
ACUA
ACUI
ACUPCC
ACUTA
AFSP
AIMHO
APPA
ASRA
ATCCHA

C2E2
CACUSS
CHEMA
CSHEMA
CUPA-HR

EDUCAUSE

GLACUHO

HEASC

IIE

JASPA

MACUHO

NACAC
NACAS
NACUBO
NACUFS
NACUMS
NACURH
NACAC
NACAS
NACUFS
NACUMS
NASPA
NCES
NHTI

American Association of Community Colleges

Association for the Advancement of Sustainability in Higher Education
College Student Educators International

Association of College and University Auditors

Association of College Unions International

American College and University Presidents Climate Commitment

Association for Communications Technology Professionals in Higher Education

American Foundation for Suicide Prevention
Association of Intermountain Housing Officers, Inc.
Association of Higher Education Facilities Officers
Association for Student Residential Accommodation

Associated Twin Cities College Housing Administrators

Campus Consortium for Environmental Excellence

Canadian Association of College And University Student Services
Council of Higher Education Management Associations

Campus Safety, Health, and Environmental Management Association

College and University Professional Association for Human Resources

Great Lakes Association of College and University Housing Officers
Higher Education Associations Sustainability Consortium

Institute of International Education

Jesuit Association of Student Personnel Administrators

Mid-Atlantic Association of College and University Housing Officers

National Association for College Admission Counseling
National Association of Auxiliary Services

National Association of College and University Business Officers
National Association of College and University Food Services
National Association of College and University Mail Services
National Association of College and University Residence Halls
National Association for College Admission Counseling
National Association of College Auxiliary Services

National Association of College and University Food Services
National Association of College and University Mail Services
Student Affairs Administrators in Higher Education

National Center for Educational Statistics

National Housing Training Institute
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NWACUHO Northwest Association of College and University Housing Officers
Parthenon Society
RLPA Residency Life Professional Association

SEAHO Southeastern Association of Housing Officers
SWACUHO Southwest Association of College and University Housing Officers

URMIA University Risk Management and Insurance Association

WACUHO Western Association of College and University Housing Officers



Punctuation
®In General
*Ampersand
®Apostrophe
®Brackets
*Colon

*Comma

®Dash

*Ellipsis
*Hyphen
*Quotation Mark

eSemicolon

In General
Use only one space after end punctuation (periods, exclamation points, question marks) and after

colons and semicolons.

Ampersand

Use the ampersand only when it is the official part of a name: AT&7; Baltimore ¢ Ohio Railway, Texas
A& M.

Apostrophe
Possessives: For singular words ending in s and for plural words ending in s, simply add an
apostrophe for the possessive.

Achilles’ heel

Kansas’ flatlands

girls sports

workers’ rights

Otherwise, make a word possessive by adding an apostrophe plus an s:
the housing profession’s future
women’s rights

children’s hour

Do not use apostrophes in phrases that are primarily descriptive.
a teachers college

a writers manual

You can often distinguish between possessives and descriptive phrases by deciding whether “for” or
“by” would work better than “of” in a longer version; if so, then no apostrophe is needed.
a teachers college (college for teachers)

a writers manual (manual for writers)
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Its and it’s: Remember that its is a possessive, while it’s is a contraction for it is. To use an apostrophe
«e

in the possessive of “it” would be as odd as using one in the possessive of her or their, i.e., we dont

write h'er or the'ir.

Contractions and omitted letters and numbers: Use the apostrophe to indicate an omission of
letters.

isn't, haven’, couldn’t

rock n’ roll, you tell ‘em

the Spirit of 76

the Depression of the 30s

Single letter plurals: Use the apostrophe for the plurals of single letters only (not in multiple letter
combinations).

Cross your t5, learn the three r, the Oakland As

ABCs, VIPs

Brackets
Use brackets when you, the writer, change or add something in a direct quotation in order to make
it fit more smoothly into the structure of your own sentence or to enclose explanatory material. The

brackets show that this is the writer’s or editor’s interpolation rather than that of the source.

Original source: Ordinarily there is a balance between emotional and rational minds, with
emotion feeding into and informing the operations of the rational mind. —Daniel Goleman,

Emotional Enterprises.

Quotation: Goleman asserts that ‘emotion [feeds] into and [informs] the operations of the

rational mind.”
Colon

Introducing lists: If the sentence introducing the list is a complete sentence, it should end in a colon.

If the introductory sentence is incomplete, you do not need any punctuation preceding the list.

You can use the colon after the words the following and as follows. However, do not use a colon
immediately after the words such as, like, or including.
The convention has already been held in the following cities: Boise, Boulder, Buffalo, and
Burnaby.
The convention has already been held in Boise, Boulder, Buffalo, and Burnaby.
The convention has already been held in cities such as Boise, Boulder, Buffalo, and Burnaby.

For vertical lists, use a colon (or a period if the syntax permits) if the sentence introducing the list is a
complete sentence.

When you move to college for the first time, you usually make the following mistakes:

* bring too many things for your room

* forget a few essential items, and

* bring and forget many of the same things as your roommate.



If the sentence is not a complete sentence, either use the punctuation mark that is appropriate for the

context (a comma, dash, semicolon), or use nothing at all.

Between two full sentences: A colon can be used between two complete sentences if the second one
explains the first. Capitalize the first word of the second sentence
The merger produced a surprise: The combined companies registered higher profits than they
showed individually.

Comma
Compound sentences: Use a comma between independent clauses that are linked by a coordinating
conjunction (and, but, or, for, nor, so, yet).

The annual convention is being held in Atlanta in October, and the design competition will follow

in November.

Complex sentences: Use a comma between an dependent clause and an independent clause. Also use
a comma between an introductory phrase or word and an independent clause.

When the convention was held on the main campus, parking was problematic.

The president discussed corporate scandals, saying that stronger enforcement was needed.

In the 1960s, protesters tried ro levitate the Pentagon.

Son, you don’t seem to understand high finance.

Well, I try to live simply.

Serial comma (for a series): Use a comma before the conjunction and the final element in a list.
Those in attendance included students, faculty and staff, and donors.
A thorough assessment of the facilities provided — individual rooms, study space, Interner access,

and group meeting spaces — is critical.

With nonrestrictive and parenthetical phrases: Use commas to set off nonrestrictive and
parenthetical phrases. Nonrestrictive means about the same thing as nonessential: it adds secondary
or descriptive information about the noun (if you can delete the information without changing the
meaning of the sentence, then the information is nonrestrictive).
My sister, Jane, decided to attend the University of Cincinnati.
(Jane is not needed to identify your sister, because you have only one.)
My sister Jane decided ro attend the University of Cincinnati.
(Jane is needed to identify which of several sisters you are talking about.)
Farmers, who work hard all year, invest tens of thousands of dollars in machinery.
(The clause “who work hard all year” supplies additional information and is not
essential to identify farmers.)
Farmers who use chemical fertilizers may be damaging our water supply.
(The clause “who use chemical fertilizers” is essential and restrictive information

needed to identify a particular group of farmers.)

With appositives: Use commas with a nonrestrictive (see definition above) appositive, one comma
on each side if the appositive appears in the middle of a sentence. An appositive is a word or group of

words that renames a preceding noun.
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Jake Clemens, the new vice president, spoke about the fourth wave of campus construction.
The Arctic explorer Scott may have been defeated by unusually cold weather.
(Here, Scott is necessary information to identify which Arctic explorer you are

talking about.)

With dates: Use a comma before and after mention of a month, date, and year. No comma is needed
between a month or a season and a year.

The fall 2007 schedule can be found online.

The October 2006 academic calendar will be available soon.

The conference will be held on July 7, 2007, in Gainesville, Florida.

With place names: When specifying locations, enclose names of states or provinces or countries in

commas.
The tour will begin in Eugene, Oregon, and will end in Freeport, Maine.
The design firm is headquartered in Victoria, British Columbia, but will host its competition in
New York.

With college and university names: Use a comma between the name of a college or university and
its branch designation.

University of Wisconsin, Whitewater

Southern Illinois University, Carbondale

Southern Illinois University, Edwardsville

If the comma could be confusing in a series, use semi-colons to separate each element.
She previously worked at the University of Maryland, College Park; the University of Central
Florida; and Florida State University.

Between adjectives: Use commas between coordinate adjectives. Coordinate means that the

adjectives modify a noun equally.

To test whether or not an adjective is coordinate, you can do one of two things:
*mentally add “and” between each one, and if this makes sense, use a comma
®or change the order of the adjectives, and if this makes sense then they are coordinate and
require commas.
The large, noisy, restless crowd wanted the concert to begin.
(large and noisy and restless crowd makes sense, and each of the adjectives modifies crowd;

also, you can also say restless, large, noisy crowd.)

If you cannot add “and” or cannot reverse the order of the adjectives, then they are not coordinate and

do not need commas.

ten red balloons (Neither “ten and red balloons” nor “red ten balloons” would make sense.)

Another way to say this is that you shouldn’t use a comma when the last adjective of several is part of
the noun phrase (the equivalent of a single noun).

a cheap fur coat (the noun phrase is fur coat, modified by the word cheap)
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little old lady (the noun phrase is old lady, modified by the word little)
but a strong, aggressive policy (policy stands by itself, modified equally by the two adjectives)

When not to use commas: Do not use commas to separate a subject from its verb unless there is
some kind of parenthetical material, which would then require surrounding commas.
Here the comma is incorrect and should be deleted:
A contractor operating a scaffold that collapsed and killed three people, violated the manufacturer’s
specifications.
Here the commas are needed to set off the parenthetical material:

The contractor, who had already admitted fault, violated the manufacturer’s specifications.

Do not use commas between two subjects that share one verb or between two verbs that share one
subject.
Here the comma is incorrect and should be deleted:
The university had not received any gifis associated with this project, and had the rare chance to
create its own name for the building.
Here the comma is correct because there is a subject and verb for each clause:
The university had not received any gifis associated with this project, and thus it had the rare

chance to create its own name for the building.

Though it may be tempting in the following sentence to add a comma after the word constituents,
there is no rule to justify it; in fact, doing so would disguise the structure of the sentence: It’s one long
independent clause with one subject and two verbs.
The sourcebook includes issues pertinent to all higher education constituents and provides a
categorical approach which caters to officials who experience time constraints within the active

academic calendar.

Dash

Hyphen versus dash: Observe the distinction between the hyphen (-) and the en dash ().
On a Mag, the en dash = Option + hyphen.

Emphasis and breaks in thought: En dashes are used for sudden breaks in thought or for secondary
material that deserves more emphasis than it would get from commas or parentheses. They should be
typed with a space both before and after.
Through her long reign, the queen and her family have adapted — usually skillfully — ro the
changing tastes of the time.

The caretakers — those who are helpers, nurturers, teachers — are still systematically devalued.

Inclusive numbers and compound adjectives: En dashes are also used between inclusive numbers
and with compound adjectives (pages 223 — 226, the Seattle — New York flight).

Ellipsis
Use ellipses to indicate that material has been omitted from the middle of a quotation. Be sparing.
You do not need to use them at the beginning or end of a quotation even if you start or stop in the

middle of the quoted sentence.
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Begley says that “identical twins reared apart are helping science sort out which qualities of body
and mind are shaped by our genes.”
(There is no need for an ellipsis before identical or after genes, even though the

word genes does not complete the original sentence.)

Ellipses should generally be avoided when possible — and it usually is. The direct, usually short
quotations you see in articles hardly ever need ellipses; it is generally understood that quotations are

excerpts from longer material.

An ellipsis is typed with three periods, with a space on the side of each character: that s, . . .

not ...

When the omitted material includes a period (i.e., when something is omitted between two sentences),
use a period plus ellipsis, for a total of four periods.
Begley says that for “over a century, twins have been used to study how genes make people what

they are. . . . Researchers needn’t worry about running out of subjects.”

Hyphen
The Oxford University Press stylebook says it well: “If you take the hyphen seriously, you will surely

go mad.”

To use or not to use? Modern practice is to use hyphens as little as possible. The main job of the
hyphen is to tell readers when combinations of two or more words should be understood as a single
concept; the sole point is to insure clarity. When hyphens are not necessary for that purpose, dont use

them. When in doubt, consult a good dictionary.

College and university names: Use a hyphen to designate a particular campus

University of Wisconsin-Oshkosh

Compound modifiers: Use a hyphen to separate parts of a compound modifier in which two or more
words express a single concept.

Sfull-time student

living-learning communities

Jfour-year institutions

on-campus housing

Jfive-bedroom apartment

Generally, when these words come after the noun or verb, they don’t need commas.
She works full time in the housing office.
The meeting will be held on campus.

DO NOT use hyphens after an adverb ending in ly.
a highly dangerous job
aptly named office



Prefixes: Generally use hyphens after the prefixes all-, ex-, self-, and co-.

all-inclusive

self-reliant (Do not use a hyphen with self when it is a root word rather than a prefix: seffish,

selfless.)

ex-Marine

co-dependent

co-owner (Exceptions for co- include coeducation, coed, cooperate, coexist, coordinate.)

Use hyphens to avoid a distracting string of repeated letters (in this case two i’s or two I's in a row).

anti-intellectual

bell-like

Also use hyphens to join a prefix to a capitalized word or a capital letter to a word.

pro-British
anti-American
pre-Columbian
L-shaped desk

Specific guidelines for using hyphens with the following prefixes and suffixes can be found in the

“Word and Usage List” section. For any not listed there, consult the Associated Press Styleguide.

after-
bi-

co-
counter-
cyber-
ex-
extra-
fore-

mn-

infra-
mid-
post-
pre-
pro-
re-
self*

semi-

sub- -in
super- -up
trans- -wide
ultra-

un-

under-

up-

wide-

Suspended hyphen: When two or more prefixes apply to one root word, retain the hyphen.

two-, three-, and four-bedroom suites

pre- and postwar eras

When confused, remember that the hyphen is not a grammatical imperative. Within broad limits, its

use is optional — left to the writer’s judgement and stylistic sense.

Quotation Marks
Punctuation inside or outside: Commas and periods always go inside quotation marks, while colons

and semicolons always go outside.

With question marks, dashes, and exclamation points, placement depends on whether or not the

unctuation is part of the quotation: Ifit is, the punctuation goes inside, and if it isn’t, punctuation
q g

goes outside.

Didnt Shakespeare have Marc Antony say, “I have come to praise Caesar, not to bury him”?
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(Here, the question mark goes outside because it refers to the whole sentence.)
Gertrude Stein once asked, “What is the question?”

With titles: Use quotation marks for titles of short works, like the names of articles, essays, songs,
chapters or sections of books. Italicize longer titles, such as the names of books, journals, or
newspapers.

“Building Character: A Celebration of Hallowed Halls” in Talking Stick

the Journal of College and University Student Housing

Integrating quotations into a sentence: Use a comma to introduce a direct quotation that is a
complete sentence.
Clarkson commented, “We are advocating that the housing programs should integrate the
academic community with the residential setting.”
“We are advocating that the housing programs should integrate the academic community with the
residential setting,” Clarkson commented.
“We are advocating,” Clarkson commented, ‘that the housing programs should integrate the

academic community with the residential setting. “

Do not use the comma to introduce a quotation that is not a complete sentence.
If the quotation is being used to complete the syntax of a sentence, then no punctuation is needed.
Clarkson commented that they are “advocating that the housing programs should integrate the

academic community with the residential setting.”

Semicolon
Between complete sentences: Use semicolons between two complete sentences when they are not
joined by a coordinating conjunction (and, but, or, for, nor, so, yet), unless one of the sentences is
already extensively punctuated.
Smaller institutions face issues similar to those faced by larger schools; the drawbacks can generally
be identified as strains on finances and personnel.
Housing officials want to strike a balance between privacy and community; therefore, they prefer
designs with large, open spaces surrounded by small single-occupancy bedrooms.
The building was poorly lit, with small windows, an uneven floor, and a steep staircase leading to
the front door, usually locked; and the décor seemed starkly reminiscent of a hospital.

In lists: Use semicolons in lists whose items are already separated by commas.
Officials ar the meeting included Liz Hoffman, president; Rich Cummings, vice chancellor; and

Maria Braasch, provost.



Specifying Locations of Colleges and Universities

Specifying City and State or Province
Mention both the city and state or province if they are not apparent in the name of the college or
university:
Duke University in Raleigh, North Carolina
Mention the state or province when it is not in the name if the college or university:
The University of Dayton in Ohio
Mention the city when it is not apparent in the name if the college or university:

The Ohio State University in Columbus

Capitalization
Capitalize the word university or college only when it is part of the proper noun.
The University of North Carolina is committed to its educational goals. 1o that end, the university

will sponsor several interdisciplinary seminars.
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Word and Usage List

The following list includes tricky grammar problems, easily confused words, and the preferred spelling
and capitalization for words commonly used in 7alking Stick copy For words or rules not included
here, consult 7he Associated Press Stylebook (2004).

adopt, approve, enact, pass
Amendments, ordinances, resolutions, and rules are adopted or approved.
Bills are passed.

Laws are enacted.

adviser

affect, effect

Affect, as a verb, means to influence. High carbon dioxide levels can affect climate.
Effect, as a noun, means result. One effect of global warming will be a rise in sea level.

Effect, as a verb, means to cause or to bring about. She will effect many changes in the program.

after-

No hyphen is needed after this prefix when it is used to form a noun:
aftereffect, afterthought

Use a hyphen when after is used to form a compound modifier.

after-hours activities

alumnus, alumni, alumna, alumnae

Use alumnus (alumni for plural) when referring to a man who has attended a school.

Use alumna (alumnae for plural) for similar references to a woman.

Use alumni when referring to a group of men and women.

among, between
Between introduces two items: Negotiations between the college and the board continue.

Among introduces more than two: Negotiations are underway among the students, faculty, and staff.

assure, ensure, insure

Assure is a verb used to convey the sense of reassuring someone of something,

Ensure is a verb that means to make sure that.

Insure is a verb reserved for use with reference to the insurance company.

The employer assured her that the company would ensure that she was insured for all major medical

expenses.

between, among See among, between entry above.
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bi-

The rules for prefixes apply, but in general do not use a hyphen.
bifocal bimonthly
bilateral bipartisan
bilingual

board

For guidelines about treating this as singular or plural, see collective nouns below.

Burmese names
In Burmese names, U is an honorific prefix. It means something like Mr. and is used only for adult
males. It does not need to be used in text: U Nu would be Nu in all references.

Women retain their given names after marriage.
campuswide

Centers for Disease Control and Prevention (CDC)
The normal form for first reference is the national Centers for Disease Control and Prevention. CDC

is acceptable on second reference and takes a singular verb.

Chinese names

For most Chinese place names and personal names, use the official Chinese spelling system known as
Pinyin: Senior leader Deng Xiaoping, Beijing, Zhejiang province.

Note that the Chinese usually give the family name first (Deng), followed by the given name
(Xiaoping). Second reference should be the family name only: Deng.

Co-
Use a hyphen when forming nouns, adjectives, and verbs that indicate occupation or status. Do not

hyphenate in other combinations.

co-author coeducational, coed
co-worker cocurricular
coaperate

collective nouns
Nouns that denote a unit (committee, family) take a singular verb and pronoun.
The committee is meeting to set its agenda.

(but The committee members are meeting to set their agenda.)

However, confusion arises because many words — including faculty, committee, board, team, class,
public, group — can be both singular and plural. The choice of verb depends on whether the writer
intends to refer to the group (as a unit) or to the members of the group. For clarity, it helps to add
“members of”:
The largest group of travelers is composed of people between the ages of 55 and 64. As this group
continues to grow because of the aging population, its importance to travel services will become

critical. This group has the most discretionary income, and many are retired, with time on their
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hands.

The faculty is committed to holding regular office hours. The faculty in our department is highly
respected in professional circles. Some faculty [members] are even holding evening and

wecekend office hours. When faculty in our department gather for monthly meetings, they usually

arrive on time.

committee

For guidelines about treating this as singular or plural, see collective nouns above.

company names

Consult the company or Standard & Poor’s Register of Corporations if in doubt about a formal name.

compose, comprise, constitute

Compose means to create or put together.

Comprise means to be made up of. (“Comprised of” is redundant.)
Constitute means to be the elements of.

The United States comprises 50 states.

The United States is composed of 50- states.

Ten members constitute a quorum.

continual, continuous

Continual means a steady on-and-off repetition.
Continuous means uninterrupted, steady, and unbroken.
The show was continually interrupted by commercials.

The machine ran continuously for eight hours.

counter-

The rules for prefixes apply, but in general, no hyphen is needed.
counteract
countercharge

counterproposal
court cases  Sce entry below for versus.
cyber- Cyber forms closed words, as in cyberspace.

data

Technically, data is a plural noun, though many recent style guide revisions now consider it to be a
collective noun — i.e., it represents a unit — that can take a singular verb. So it may be used as plural or
as singular.

The data shows an increase in construction costs.

The data are conclusive, according to the latest study.

database



decision making
No hyphen is needed when this is used as a noun. Hyphenate only when it is an adjective.
Decision making is the responsibility of the committee chairs.

The decision-making process is never simple.

Department of Agriculture

Department of Commerce

Department of Defense

Department of Education

Department of Energy (DOE is acceptable for the subsequent reference)
Department of Health and Human Services (formerly the Department of Health,
Education, and Welfare)

Department of Homeland Security

Department of Housing and Urban Development (HUD is acceptable as the sub-
sequent reference)

Department of the Interior

Department of Justice

Department of Labor

Department of State

Department of Transportation (DOT is acceptable as the subsequent reference)
Department of the Treasury

Avoid acronyms when possible. A phrase such as “the department” is preferable as a subsequent
reference. The “of” may be dropped and the title flopped, while capitalization is retained, i.e., the
State Department.

Depression, the Great Depression

different This takes the preposition from, not than.

disc, disk

Use disc for the (usually) round kind of disc that serves as a read-only medium: compact disc, laserdisc,
videodisc.

Use disk for computer-related references (hard disk) and the (usually) portable square medium used to
store computer and other digital data: floppy disk.

One way that some style guides distinguish between the two is to restrict disk to a medium on which

the data can be altered as well as read.
effect, affect  See affect, effect entry above.
e.g. See L.E. and E.G. in the Abbreviations and Acronyms section.

e-mail

Capitalize the e only when the term appears at the beginning of a sentence or in a heading.
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emeritus, emerita

These are honorary titles for retired professors: emeritus for male and emerita for females.

entitled, titled
Entitled means to have a right to do something, while titled refers to the name of something,.

She was entitled to the promotion.
The book was titled Gone with the Wind.

Fthernet

euro
Do not capitalize this word, which refers to the common currency of the majority of the European

Union nations, unless it appears at the beginning of a sentence or in a heading.

every day, everyday
Every day is a noun, while everyday is an adjective.
Traffic jams are becoming an everyday occurrence in the main square.

Commuters complain every day about the number of pedestrians who jaywalk.

€X-
No hyphen is needed after this prefix when it is being used in the sense of “out of”. Hyphens are
needed when it is used to mean “former.”

excommunicate ex—presidmt

expropriate ex-wife

extra-
Do not use a hyphen when this prefix means outside of, unless the prefix is followed by a word
beginning with the letter a or a capitalized word.

extralegal extra-alimentary

extraterrestrial extra-Britannic
Follow extra with a hyphen when it is part of a compound modifier describing a condition beyond the
usual size, extent, or degree.

extra-large book extra-mild taste

faculty

For guidelines about treating this as singular or plural, see collective nouns above.

farther, further

Farther refers to physical distance, while further refers to an extension of time or degree.
He walked farther into the woods.

She will look further into the mystery.

fax
'This is an abbreviation for facsimile. The noun is not capitalized except when it appears as the first

word in a sentence or as part of a heading.



fewer, less
Fewer is used for quantities thought of as being composed of individual items.

Less is used for something thought of as a unit or bulk.

less air Sfewer people

less far fewer grams of far
less foliage Sfewer leaves

less sugar fewer calories

Use less with time and money when referring to a period of time or an entire sum.
It happened less than five years ago.
1 had less than $50 in my pocket.
1 had fewer than 50 $1 bills in my pocket.

fore-
In general, no hyphen is needed.

forebrain forefather foregoing

forego, forgo
To forego means to go before, while forgo means to abstain from or give up.
This was a_foregone conclusion.

Clean up your room or forgo your allowance.

full time, full-time

Hyphenate only when used as an adjective immediately before a noun.
She is a full-time student, while he works full time in the admissions offfice.

fund raising
gender
This word is used to indicate the psychological or sociological elements of a person’s identity. The

word sex refers to biological identity. One would speak of gender role distinctions as derived from sex

stereotyping.

group

For guidelines about treating this as singular or plural, see collective nouns above.
hard copy

high tech

historic, historical

A historic event is an important occurrence, one that stands out in history.

Any occurrence in the past is a historical event.

home page
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homemade

hometown

hopefully

The word means in a hopeful manner; do not use it to mean it is hoped or let us hope.

If you say “Hopefully, we will complete our work in June” what the sentence actually means is “We
will complete our work in June in a hopeful manner.”

Instead say, “We hope to complete our work in June” or avoid the problem and recast the sentence: “If all

goes well, we will complete our work in June.”

imply, infer

Wrriters or speakers imply in the words they use. A listener or reader infers something from the words.

-in, in-
Precede the suffix —in with a hyphen.
break-in walk-in

No hyphen is needed if the prefix in- means not.

inaccurate infighting

A few combinations, however, do take a hyphen.
in-depth in-house
in-law

infra-
In general, no hyphens are needed.
infrared infrastructure

in-house Hyphenate when it immediately precedes a noun.
interdisciplinary

Internet, the Net, intranet
Use Internet (uppercased) to refer to the decentralized worldwide network of computers than can
communicate with each other. Do not refer to it as “the net.”

Use intranet (lowercased) to refer to a private network inside a company or organization.

Internet addresses include e-mail addresses and Web site designations. Follow the spelling and
capitalization of the Web site owner. If an Internet address falls at the end of a sentence, use a period.
If an address breaks between two lines, split it directly before a slash or a dot, and do not insert a

hyphen.

it’s, its
It’s is the contraction for it is, while its is the possessive.
It evident that the snake has lost its skin.



Korean names

North Korean names are generally three separate words, each starting with a capital letter: Kim 1]
Sung.

South Korean names are three words with the second two names hyphenated and a lowercase letter
after the hyphen: Kim Young-sam.

In all cases, the family name comes first.

late

Do not use this word to describe someone’s actions while they were alive.

Wrong: Only the late senator opposed this bill. (The senator was not dead at that time.)
less, fewer See entry for fewer, less above.

living-learning

media

This is a plural noun: 7he media have begun ro cover educational issues more frequently.

mid-

No hyphen is needed unless a capitalized word follows.
midsemester mid-Atlantic
midterm mid-America

more than, less than, over, under

Use more than and less than when describing the quantity of things. Use over or under to refer to
physical locations.

There were more than 200 students in the class.

The footbridge arched over the river.
multicultural
multipurpose

nationwide

newspaper names
Capitalize “the” in a newspaper name if that is the way the publication prefers to be known.
Where location is needed but is not part of the official name, use parentheses: 7he Huntsville (Ala.)

Times.

off campus, off-campus, on campus, on-campus

Off campus or on campus (preposition + noun) needs no hyphen.

Off-campus or on-campus (adjective) needs a hyphen when it precedes a noun.
The meeting will be held off campus; we will be discussing off-campus housing.

The meeting will be held on campus; we will be discussing how first-year students are assigned on-campus
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housing.
online
over, under See more than, less than entry above.

part time, part-time
Hyphenate only when used as an adjective preceding a noun.
She works in the office part time, while he is a part-time student.

percent
This is one word, and it takes a singular verb when standing alone or when a singular word follows an
of construction.
The teacher said 50 percent of the membership was there.
It takes a plural verb when a plural word follows an “of” construction.
He said 50 percent of the members were there.
Use numerals rather than words: 1 percent, 2.5 percent.
For amounts less than 1 percent, precede the decimal with a zero.

The cost of living rose 0.6 percent.

pore, pour
Pore as a verb means to gaze intently.
She pored over her books.
Pour means to flow in a continuous stream.
He poured the coffee.

When you say that someone poured over her books, you've turned that person into ectoplasm.

Portuguese names

The family names of both the father and mother are usually considered part of a person’s full name.
The normal sequence is given name, mother’s family name, father’s family name: Maria Santos
Ferreira.

On second reference, use only the father’s family name (Ferreira) unless the individual is widely known
by a multiple last name.

Some Portuguese use an e (for and) between the two names: Jozo Canto e Castro. This would not be
split on second reference but would be Canto e Castro.

When a surname is preceded by da, do, dos, or das, include it in the second reference. Jorge da Costa
would be da Costa on second reference.

A married woman adds her husband’s surname to the end of hers. If Maria Santos Ferreira married

Joao Costa da Silva, her full name would be Maria Ferreira da Silva.

post-
Most words formed with this prefix are styled without a hyphen, unless the word begins with a capital
letter or unless confusion would result.

postdoctoral postgraduate post-World War 11



pre-
Most words formed with this prefix are styled without a hyphen.
preprofessional preadmission premeditated
If the word following pre begins with an e, then use a hyphen.
pre-election pre-establish pre-exist

predominant, predominantly
Use these preferred spellings for the adjective and adverb rather than predominate and predominately.

The verb form, however, is predominate.

principle/ principal
Principle is a noun that means a fundamental truth or law.
They fought for the principle of self-determination.
Principal can be both a noun and an adjective. As a noun, it means someone or something first in
rank, authority, or importance.
She is the school principal.
He is a principal in the local architecture firm.
As an adjective, it means most important or authoritative.

He was the principal player in the trade.

pro-
Use a hyphen when coining words that denote support for something. No hyphen is needed when
pro is used in other senses.

pro-business pro-labor

problem solving, problem-solving
Hyphenate only when used as an adjective before a noun.

Problem solving can be learned only when an individual recognizes the value of problem-solving skills.

provinces
Names of provinces are set off from community names by commas, just as the names of U.S. states are
set off from city names.

They decided to hold the conference in Halifax, Nova Scotia, this year.

re-
In general, use a hyphen in compounds beginning with re- only if the following word begins with an e

or if confusion would result.

re-elect redo
re-establish rewrite
re-cover recover

residence, resident
In general, do not use resident as an adjective.
residence hall director of residence life

but resident assistant
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self-

Always hyphenate when this is a prefix.
self-assured self-government self-defense
No hyphen is needed when self is a root word rather than a prefix.

selfish selfhood

semi-
In general, there is no hyphen.
semifinal semiofficial semi-invalid (to break up the two is)

short-lived
A short-lived plan.
The plan was short-lived.

so called (adv.), so-called (adj.)

Spanish names

The family names of both the father and mother are usually considered part of a person’s full name.
The normal sequence is given name, father’s family name, mother’s family name: Jose Lopez Portillo.
On second reference, use only the father’s family name (Lopez), unless the individual is widely known
by a multiple last name (Lopez Portillo).

Some individuals use a y (for and) between the two surnames to ensure that both names are used
together; in this case, use both names in the second reference (Lopez y Portillo).

A married woman often uses her father’s name, followed by the particle de (for of) and her husband’s
name. A woman named Irma Perez who married a man named Anibal Gutierrez would be known as

Irma Perez de Gutierrez.

sub-
In general, no hyphen is needed.

subcommittee subculture subtotal

Super-
In general, no hyphen is needed, but use a hyphen if the word that follows is capitalized.

superconductor superpower super-Republican

that as a conjunction
Use “that” following a verb in order to indicate that an entire clause, rather than the word immediately
following the verb, is the object.
She did not recognize that her brother was as talented as she was.
not, She did not recognize her brother was as talented as she was.
(The test is to mentally ask what? after the verb: She did not recognize what? her
brother? or the fact of his talent?)
The study found that students expect their colleges and universities to play a role in their spiritual
development.

not, The study found students expect their colleges and universities to play a role in their spiritual



development.

(It is not the students that were found; it’s the fact about their expectations.)

In general, “that” can be omitted when a dependent clause immediately follows a form of the verb “to

»

say.
The president said she had signed the proposal.

“That” should be used when a time element intervenes between the verb and the dependent clause.

The president said Monday that she had signed the proposal.

“That” is usually necessary after some verbs: advocate, assert, content, declare, estimate, make clear,

point out, propose, and state.

that versus which
“That” defines and restricts; it introduces information needed to identify the noun.
The word “which” does not define and restrict; it introduces incidental rather than necessary
information. Because it is nonessential and nonrestrictive, it requires a comma.
The story that was printed last night is inaccurate; this morning’s version is correct.
(“that” identifies what story you are talking about.)
The story, which appeared on the front page, has been proven to be inaccurate.
(The fact that it appeared on the front page is incidental; the
information is not necessary to identify which story you are talking about.)
One easy way to tell the difference is to drop the clause; if the meaning of the sentence is not lost, then
use which; if the meaning changes, then use that.
We grew up in the house that my father built.
We grew up in this house, which was built in 1878.

trans-
In general, no hyphen is needed.

transcontinental transsexual

ultra-
In general, no hyphen is needed.

ultramodern ultrasonic ultraviolet

U.N.

This is an abbreviation for the United Nations; it can be used for the adjective (#he U.N. resolution) but
not the noun (the United Nations declared that. . . ).

un-
In general, no hyphen is needed, unless (as for all prefixes) the prefix precedes a capitalized word.

unarmed un-American

under-
In general, no hyphen is needed.
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undergraduate underdog undersold
unique
This means one of a kind; there are no degrees. Do not describe something as very unique or rather
unique.
-up, up-
Some frequently used words (these are nouns) using the suffix “up” are as follows:
breakup holdup mock-up
checkup letup pileup
cleanup lineup runners-up
close-up makeup setup
cover-up mix-up tie-up

Use two words whenever any of these occur as a verb: break up, clean up.

For the prefix “up”, in general no hyphens are needed.

upend upgrade upstate

versus

Spell the word out in ordinary uses, but use the abbreviation v. for court cases.

The proposal to revamp Medicare versus proposals to reform Medicare added to the general confusion.
Marbury v. Madison (italicize the name of the case).

war
Capitalize when used as part of the name for a specific conflict.
the Civil War World War 11 the Vietnam War

Web site (two words)

white paper

This is two words, lowercase, when used to refer to a special report.

who, which, that

Use who to refer to people or to animals mentioned by name.

Use which and that to refer to animals or things.
Watson and Crick, who did their work at Cambridge University, discovered the structure of
DNA with the help of the inspired research done by Rosalind Russell.
Lassie, who was actually a male dog, was a popular television star.

The main campus, which is close to the student center, is crowded with students on sunny

days.

who, whom
Who is the pronoun used for references to human beings and animals with names. It is grammartically
the subject, never the object.

Whom is used grammatically as an object of a verb or preposition.
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The student who applied for the scholarship last year won it again this year.
The student to whom the scholarship was given majored in physics.
Who is it? Whom do you wish to see?

-wide, wide-
No hyphen is needed for the suffix.

nationwide universitywide

The prefix generally calls for a hyphen, though the word widespread is an exception.

wide-eyed wide-angle

zero-base budgeting

Talking Stick
Styleguide
page 49



Talking Stick
Styleguide
page 50

Talking Stick
Writers' Guidelines

Talking Stick is published bimonthly six times a year: January/February, March/April, May/June, July/
August, September/October and November/December.

Snapshot of ACUHO-I
‘The Talking Stick is an official publication of the Association of College and University Housing

Officers-International, whose mission is to remain “the pre-eminent professional association dedicated
to supporting and promoting the collegiate residential experience by:
Creating value through services, information and collegial relationships that are indispensable
to its members; and
Continually changing and adapting in ways that assist members in meeting the needs of
dynamic campus environments.
We do this with the constant purpose of making a positive difference in the lives of members and

those they serve.”

ACUHO-I has more than 850 member institutions and over 100 individual members associated
with institutions, as well as several hundred companies and organizations serving or affiliated with the
business of college and university student housing. ACUHO-I offers members diverse professional
development opportunities, networking events, information, advocacy, and, through its Research

Foundation, the latest findings in the field.

ACUHO-I members work within colleges, universities and other higher-education-related entities.
They represent a variety of functional areas including housing, residence life, housing assignments,
information technology, judicial affairs, conference services, facilities management, operations,

business services, housing renovations and construction, and apartment housing.

General Guidelines

‘The Talking Stick serves as the association’s primary publication for professional growth, best practices,

new developments in the field, job-specific advice, and industry news. The following general guidelines

apply to all articles:

o Articles should be well-researched, up-to-date and well-written.

. The specific topic should be one that we have not used in the past two years. We do not
accept first-person reflections, personal essays, fiction, or articles that rely on a single-source
unless otherwise requested. Information from articles should come from multiple contacts,
and, to the extent possible, should address multiple circumstances and institutions.

. Do not write an article from your perspective only. Articles should be substantiated with
references and quotations from qualified sources and be illustrated with practical examples.

. Chosen sources should reflect the most current, innovative, and/or best-practice examples
and information.

If an article is assigned to a writer, ACUHO-I staff or committee members will help authors
with a starter list of contacts; authors also should follow leads from their background research
to obtain extra sources.

. Writers should be aware that ACUHO-I is an international organization thus, when possible



avoid statements in articles that international readers cannot relate to or that are country-
centric. Also, authors should strive to bring international sources and quotations into all

articles. All acronyms pertinent to an article should be spelled out the first time they appear.

. Stories should have strong lead-ins to draw readers into the article.

. Diversity is a core value of ACUHO-I, and thus article submissions should reflect that to the
extent appropriate.

J Use concrete examples, either real or hypothetical, to bring your topic to life.

. Talking Stick editors and committee members reserve the right to edit all articles for style,

clarity, length, and content. We may also request that authors make specific revisions or
additions to articles when necessary within two weeks of submission. Turn-around time on

revisions is relatively short.

o When you mention a person, cite title, organization, city, state or province and country if
not the U.S. When mentioning an organization, cite city and state or province and country if
not the U.S.

. Article submissions must be accompanied by a list of all sources and their contact

information, all notes, and screen captures of any Web information.

Features

Each issue contains several feature articles on broad topics covered in depth, running 2,000 to 3,000
words. These articles should be authoritative, cover current topics of importance to student housing-
related practitioners, have a practical focus, provide perspective, contain information or examples that
can be replicated, and address the topic from diverse perspectives (for instance, an article on current
assignment practices should address technological and nontechnological approaches, large and small
institution practices, self-guided and staff-guided assignments, have information for new and seasoned
assignment personnel, etc.). Stories should contain one or two “sidebars,” which are complementary,
short (100-250 extra words) pieces that add perspective to the main article or include a counter
perspective, case example, list of resources or step-by-step task, for example. The best features tackle
cutting edge topics, address an issue that affects many readers, reveal new or innovative approaches or

solutions, uncover best practices or provide a vision for the future.

Departments, Columns, and News

Departments, columns, and news are shorter than feature articles (see descriptions and word count
below). They are focused pieces of a practical nature. News stories are an opportunity for new writers
to be published in the 7alking Stick. As with features, departments should contain authoritative
information, offer new perspectives, address as wide an audience as is practical within the topic area

and be well-written with compelling lead paragraphs.

Just In

These articles are newsworthy but not so time-sensitive as to be out of date when the magazine is
released to readers. The news should be related to the business of higher education housing or issues
that affect housing professionals or students in campus housing. We run stories of various lengths,
not exceeding 450 words. The news section is a good place to break into writing for the Zalking Stick.

Contributors are encouraged to submit relevant, professional-quality photos. See Artwork Guidelines.
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Vision

This department offers short, insightful piece that gives readers a perspective on an important issue. It
introduces a new concept or comments on important ACUHO-I issues. It is very important to stay
within a word count of 450. These articles are assigned only, and generally are authored by ACUHO-I
leadership.

Business, Facilities, Res Life, Academic Communities, and Special Focus Columns
These columns are practical and focused on information, ideas, best practices, changes and professional
development related to each job area. Chief Housing Officer (CHO) issues could include topics
important to housing administrators. Facilities topics cover bricks and mortar issues, especially as

they affect, relate to, or include the housing side of operations. Residence Life includes housing
programming, student issues, parent issues, and other issues involved in residence halls, university
apartment housing, and off-campus housing. Academic Communities includes programming issues

and building issues related to living-learning initiatives.

Special Focus columns address a different constituency each issue; these include judicial affairs,

information technology, conference services, human resources and assignments among others.

These columns run a maximum of 1,200 words. We look for succinct writing and authoritative
information. Information should be practical and presented in a way that allows readers to apply
the knowledge, tips, how-tos or best practices. Contributors are encouraged to submit relevant,

professional-quality photos. See Artwork Guidelines.

On the Spot
This column focuses on a very specific issue, about which a number of members speak out. Each
member quotation should run no more than 60 words. We run a professional-quality picture of each

person who is quoted. See Artwork Guidelines.

Transitions
These are short announcements about ACUHO-I members. Anyone can submit information, and
Talking Stick staff will edit it. Contributors are encouraged to submit relevant, professional-quality

photos for midlevel and senior staff. See Artwork Guidelines.

Regroup
Topics for this department relate not to the profession but to the professional’s well-being and personal
management and work style (share ways to relieve stress, to maintain quality personal time, to bring

private and work life into balance, etc.). Maximum 1,200 words.

Your ACUHO-I and Reporting Out

These columns cover association-related news. These columns are compiled by staff and member

committee volunteers from information submitted or gathered internally. Your ACUHO-I covers
ACUHO-I related news, trainings, committee work, resources, personnel, board news and other

information members need to know.

Reporting Out includes similar types of information from regional and national associations that

have information of interest to ACUHO-I members. ACUHO-I encourages other organizations to



submit news. Individual items vary in length but should not exceed 100 words. Shorter is better. We

encourage contributors to submit relevant, professional-quality photos.

Calendar

This includes events and important dates for housing professionals. ACUHO-I encourages others to
submit calendar items but reserves the right to select the most appropriate events. Contributors are
encouraged to submit relevant, professional-quality photos. Include the name of the event, dates,
location, why it would be interesting to the 7S audience and contact information or a Web site. See
Artwork Guidelines.

Copy Deadlines
All copy is due three months prior to the month the issue will be published. For example, copy for the

November-December issue would be due in August.

Payment

The Talking Stick, operating on limited funds, will provide two complimentary issues of the magazine
in which the author’s article appears. (Up to ten additional copies may be purchased by the author at
a 40 percent discount.) The Zalking Stick may very rarely commission an article and pay a negotiated

fee.

Rights

ACUHO-I retains all rights to articles accepted for and published in the 7alking Stick. We may also
republish complete or partial 7alking Stick articles in books, on the ACUHO-I Web site and in other
ACUHO-I printed or electronic publications. We generally do not accept previously published work
from submitting authors. Authors must sign and submit an author agreement on the ACUHO-I

assignment sheet stating that the content is their own.

Queries and Unsolicited Manuscripts

If you want to pitch a story to the 7alking Stick, we prefer that you send a query stating what your
story idea is, why you think it is a timely topic, what types of information it will contain, what sources
you already have in mind to contact, a sample lead paragraph and your contact information. You may
also send us published clips of other articles you have written to substantiate your writing skills. Your
topic should be one that adds new information, ideas, advice, resources or concepts. It generally must
be relevant to more than just a small or single segment of our readership. If the topic is seasonal, you

should submit it at least seven months before that season.

If you do not hear back from us right away, know that it sometimes takes up to a month for us to

respond. No need to call.

Occasionally, we accept an unsolicited article that is well-written, timely and targeted to our readers.
However, we may ask for additional work to be done on the article and reserve the right, as always, to

edit the piece. The magazine cannot be responsible for the return of unsolicited manuscripts.
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Artwork

Talking Stick articles are regularly accompanied by photography or illustrations. We look for high-
quality, editorial-specific images of print quality (300 dpi or better: .jpg, .eps, .tif or .giff files). We
prefer not to publish static head or torso shots for feature articles or columns; we prefer that pictures
illustrate action, examples, or involvement in the subject of the article. We prefer that artwork be
submitted in electronic form but will accept photography or illustrations that we can scan easily. As a
nonprofit organization with a limited budget, we give first preference to artwork that is offered at no
charge. Photographers and illustrators, however, receive wide distribution for their work and sample
copies of the published piece. Talking Stick editors and committee members reserve the right to reject

artwork or to request reasonable alterations.

All artwork submitted becomes the property of ACUHO-I and will not be returned unless an artist or
photographer is granted special permission. If ACUHO-I agrees to return your artwork, please submit
a self-addressed, stamped padded envelop of the proper size. ACUHO-I does not accept responsibility

for lost or damaged artwork; the person submitting the work has the responsibility for insuring it.

Correspondence

Address correspondence to:
Managing Editor

Talking Stick

ACUHO-I

941 Chatham Lane, Suite 318
Columbus, OH 43221-2416

camille@acuho-i.org



Talking Stick Assignment Sheet
(When completed, please send a copy to the Central Office.)

Editor’s Name:

Author’s Name:

Topic:

Deadline to Submit:

Deadline to Submit Revision if Requested after ACUHO-I Reviews Article:

Article Type:
(If after doing research for the article, the suggested style doesn’t seem to work, contact Camille
Perlman @ (614) 292-0099 or camille@acuho-i.org.)

Word Count:

Sources for Beginning Your Research:
(what to include)

Name:

Title:

Location:

Contact Info.:

What can they speak authoritatively about?

Name:

Title:

Location:

Contact Info.:

What can they speak authoritatively about?

Obtain quotations for your story directly from your interviews.

Research Suggestions:

(Examples)

* Contact relevant associations

* Do a search on Google to see if anything shows up

* Use library databases to research your topic (Lexus Nexis, Factiva)

* Contact the ACUHO-I corporate librarian, Emily Glenn, at emily@acuho-i.org or (614) 247-6014

* Chronicle Archives, NY Times, and other major papers or government departments
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Rights

ACUHO-I retains all rights for use in Zalking Stick and other ACUHO-I publications electronic

or printed. This story may not be published anywhere before it appears in ACUHO-I publications.
Sometimes ACUHO-I will grant permission to the author to publish an article elsewhere later. The
author must obtain permission first and accompany the article with a statement regarding permission,
which ACUHO-I will supply. The author states that the content of the article is his or her own work.
Please sign and date below:

Name Date

Artwork

Whenever possible, you should request professional quality photos or renderings (where applicable)
from sources. All images need to be in a file with a resolution of at least 300 dpi. Indicate that
ACUHO-I reserves the right to use the photo or not. Please obtain the name of the photographer for

photo credit.

See Writer's Guidelines for full information and specifications for artwork.



Writer's Check Sheet

Please attach this checklist with your story, artwork and supporting materials.
O I succeeded in getting interesting, newsworthy information from multiple sources?
O I requested artwork. Did you succeed in getting any?

O yes O no

If no, explain.

Did you attach photo/artwork credits and any captions?
O yes O no

If no, explain.

O All quotes come directly from the source.

O I checked quotations for accuracy.

O Tincluded a list of contacts, source information, and notes and tape if you recorded interviews.

What is your word count?
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Interviewing Tips

Phone Interview:

1)
2)

3)

4)

5)

6)

7)

Be aware of what time zone your source is in and plan appropriately.

E-mail them ahead of time, and you can decide on the date and time and how long the
interview will take.

Prepare your list of questions before hand and have them in front of you so you are not
fumbling with paper and pen during the interview.

On the day of the interview, clear your calendar for the length of the interview so you are not
rushing through it. Also, make it clear before you hang up that you may need to contact
them again (by e-mail or phone) if you need clarification on their responses.

If you have to leave a message on their voice mail, make it a detailed one. State your name,
what magazine you are associated with (in this case, Talking Stick), why you are calling, and
the number where they can reach you. Offer to do the interview by e-mail if they feel it
would make it easier for them to respond.

Keep a record of each time you attempted to get your source on the phone. That way you
have documentation to stand on if they question whether or not you have tried to reach
them.

When you are unsure of who to call at a given institution or association, look for a staff list
on their Web site or make an initial call to their organization. Explain to them why you are

calling and ask who the best person to talk to is.

E-mail Interview:

1)

2)

3)

4)

5)

If you are unsure of who to contact at a given institution or organization and you are
e-mailing, send the message to those higher up in the administration. You are more likely to
get a response from them.

Groom your list of questions before you send them. Make sure they are worded appropriately
and focused on your topic so that it is easy for your source to respond and you receive the
information you need for your story.

Note in your e-mail the deadline of your story assignment. That way the source can gauge

in their schedule when they need to respond to you by or tell you right away that they are
unable to participate. If they are unable to participate, ask who else at their institution you
can talk to or e-mail.

Let your source know that you may need to e-mail them after they send their first round of
responses if you need any clarification.

Make the tone of your e-mail respectful and open. You are more likely to get a source to
respond if you let them know up front that their responses will be treated with a professional

demeanor.



Proofreader’'s Marks

from The Associated Press Stylebook (2004)

<HATLANTA (AP)—The organization
said Thursday,It was the first

the last attempts.
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indent for paragraph
paragraph

no paragraph

transpose

use figures

spell it out
abbreviate

don’t abbreviate
uppercase
lowercase
remove space
insert space
retain

insert word
delete

boldface, center
flush right
flush left

insert comma
insert apostrophe

insert quotation marks
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® or @ insert period
= hyphen
— dash
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